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Microsoft® Home Use Program for
Commonwealth of Virginia Employees

The Microsoft® Home Use Program is a benefit of the VITA/Northrop Grumman licensing program with
Microsoft. It gives Commonwealth employees a free license for specific Microsoft® applications for
personal use for a nominal download fee of $9.95. It is available to employees who work at the executive
branch agencies that are included in the IT infrastructure transformation. Employees may install and use
the software on one home computer. Read the questions and answers below for system requirements
and details. To get started, go to https://hup.microsoft.com/. You will need the program code provided by
your customer account manager (CAM) and a major credit card to pay the download fee.

Questions and Answers

Q. Am | eligible to participate in the Home Use Program?

A. As long as you are employed by the Commonwealth, you are eligible for this benefit. Should you leave
Commonwealth employment, you are no longer eligible and must uninstall the software from your home
computer at that time. For more information about the terms and conditions of your Volume License,
please visit the Microsoft® Home Use Program Terms of Use Policy.

Q. Is there any cost to participate in the Home Use Program?

A. The license is free. However, there is a one-time fee of $9.95 to download the installation package
directly to your home computer. For an additional $12.00, you may purchase a copy of the software on a
DVD that will be shipped to your home. You are responsible for paying these fees and any applicable
taxes.

Q: Can | buy more than one copy or install the application on multiple computers?
A: No. The Home Use Program entitles you to one license for the covered Microsoft software.

Q: May | copy this program or give it to relatives or friends? Can | share the codes with them?
A: No. You may not make additional copies of the software or give your copy to someone else. The
program code is for employee use only.

Q: What applications are available through the Home Use Program?

A: You may download the software installed on your work computer. The products available include:
Microsoft® Office Professional Plus 2010, Microsoft® Office Project 2010 and Microsoft® Office for Mac
2011.
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Q: I have Office 2003 and/or 2007 on my work computer. Why is the software available for Office
2010 and 20117

A: Microsoft determines which products are available through its Home Use Program and the products
are not related directly to the software in use by the Commonwealth. The Microsoft 2010 and 2011
products work with Windows XP SP2 and later operating systems.

Q: What does my home computer need to run Office 2010 or 20117

A: Microsoft provides minimum system requirements here. These are considered minimum requirements;
for optimum performance you likely will want more resources. Generally speaking, you will need a
system with 3.5 GB of free disk space, a DVD-ROM drive, and the Windows XP or higher operating
system for the Windows version of Office. Office will install and run both 32 and 64 bit versions of the
Windows operating system. You are responsible for meeting any Microsoft Office 2010 requirements;
operating system or hardware upgrades are not covered by the Home Use Program.

Q: What happens when Microsoft releases a newer version for home use?
A: You may download and install it when it is available. You will have to pay the download fee again.

Q: My work computer is PC-based. Why is Microsoft Office for Macs offered?
A: Microsoft Office for Macs is available for Commonwealth employees who have Macs at home and
want to replicate software they use in the office on their home Mac.

Q: I want to use Visio/Project at home, but it’'s not installed on my computer at work. Can |
purchase Visio and/or Project through the home use program?

A: No. You can only obtain for home use those Microsoft products listed and installed on your workplace
computer.

Q: I'm about to get a new computer at home. Is it possible for me to transfer my Home Use
Program from my old computer to my new one? | still have the original installation DVD from
Microsoft.

A: Yes. You may reassign the license on your new computer. When you reassign the license, your new
computer becomes the licensed device and you must uninstall the software from your old computer.

Q: Who do | contact if I have trouble downloading the software or have problems with use of the
software?

A: Please contact Microsoft’s Product Support by calling 1 (800) 642-7676 or through the Microsoft E-
mail Support Form. DO NOT CALL the VITA Customer Care Center (VCCC); Home Use products are
supported directly by Microsoft.

Q: I'm ready; how do | get my Home Use Program software?
A: From your home computer, go to https://hup.microsoft.com/ and follow the process shown below.
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How to purchase the Home Use Program

Step 1 -- Go to Microsoft® Office Home Use Program home page and type in your work e-mail address
(agency e-mail) and program code and click “Submit.”

Microsoft HOME USE PROGRAM

How Do | Buy? Am | Eligible?® Othar Products

(Offici Professional

mpanes Take Office Home!
' Forony 59 .05

We've got some great news!

Now you can use Microsoft® Office Professional Plus 2010 at homa
It's oasier to get organized and complete projects with programs
vou already know and trust. Enter your work email address and find

out if you gualify to purchase:

Your work emall:

Program code: r

Step 2 -- Once eligibility to participate in the program is confirmed, an e-mail will be sent to you listing the
software you are entitled to purchase. Click the “Buy Now” link in the e-mail to purchase.

NOTE: Make sure you are using the computer you want to load the software on when you click the “Buy
Now” link.

HOME USE PROGRAM

Buy Now >>

Next Steps

1. Click on the link provided In this emall
2. Purchase your licenss/product key

1. Download the software to your PC
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Step 3 -- Select the product by clicking “Add to Cart”

Microsoft HOME USE PROGRAM §{ _ Shopping Cart D Tiems in Cart

Total: $0.00 BEGIN CHECKOUT =

Office Professional Plus 2010

W@ pd $9.95
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2010 2010 2010
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Outhaok SharePoint

2010 Workspace 2010

. T
A:

Publsher IntoPath
2010 2010 2010
Office for Mac 2011 Microzolt Project Microsoft Visio

Professional 2010 Premium 2010 /

Step 4 -- Select whether you want to order a DVD copy of the software for an additional cost. After
making your selection click “Check Out.”

Micresoft HOME USE PROGRAM
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Your Shopping Cart Country| United States [=] Currency US0[=]
Microsolt Office Professional Plus 2010 1 $9.95
English Ramas
What @ tha?
Estimated Total $9.95
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CHECKOUT >
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Continue Shopping /
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Step 5 -- Enter your billing information and click “Continue.”

Microsoft HOME LUSE PROGRAM
shopping e JSLLLR Costem | Thaskvou

CONTINUE >

=4l frelds in Bold are reguared

First Name Last Hame

I

Addrass

Address 2

city State Zip Code
APOFPD - AA =]

COuntry (Recommandsd) Ta hsve 8 copy of your
United States = arder canfirmatian sent to your personal
Hilling Phone emall address enter i here:

Microsoft Office account benefits can induwde infermational communications about our services. You may wWwsubsonbe at any time by
following instructions in the communications that you receive,

£l 1 want information about cther Microsoft Office products and senvices, Microsoft Office account benefits can indude
miformational commumcaton about our services. You may unsubscnbe at any bime by followng instruchions in the communications
that you recere,

Shipping Information ¥ Clck fere to vee Blling address

It your shipping nformation differs from your bill to nformation, your order may ba delayed for venfication. Due to shpper
restrictions, we cannot deliver to PO, Bowes, APOFPO, U.S. Temitones of intematicnal addresses.
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Credit Card Bumbser: Lapiration Date: amse on Credit Card:
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Step 6 -- Confirm your billing information and click “Confirm.”

Microsoft HOMWE USE PROGRAM
Supplop Cin viiog Sl Tk vou

Confirm Order

Billing Address Shipping Address
HINOCH MM HCHIKN IO NI
HACHCHION0N KNI
MO0 X0 MCKCHINONON MK
i Edit

Payment Methad:

VIS

Qressabesesiess o

Expiration Date: 12/2014

1 Microsoft Office Professional Plus 2010 $9.95
1 Microsoft Office Professional Plus 2010 Backup DVD £12.00
Tax: £0.00

Shipping $0.00

Total Due: £21.95

Acceptance of the Terms and Conditions is required for purchase

1 agres to the Digital Rver's Tesme and Condibons and consent to Digital River sending my personal infermation te Marasalt
Corporaton. | understand that Micrasolt will use my information in conformance with their Privacy Poboy Statement. | further
understand and agree that my persanal mformabon will be tranaferred to the Doptal River and Micrasolt groups in the United
States or other countnies that may have less protective data protecton laws then the region in which | am sftuated (indedng
the Eurapean Umion).

Microsoft Office Home Use Program Terms and Conditions -
Last Updated: 102372008

Thiank you for shopping al this Microsolt Corporation {“Microsoli™ ) web site [“Se™).

Your actnities and acquisitions at the Stte ane govemmed by:

(a) the Microsoft Terms of Usa (which terms are incorporated herein by this reference),

&) the Mirosoft and Degital River Privacy Statements, I
{ithe Microsoft® Home Use Program (“MSHUPT) Terms & Conditions which are set forth below, and

{d) the conditions, notices and consents that are provided or obtained n connection with the Site (collectvely,
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CONFIRM >
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Thank you!

Take a moment to prnt thes page for your files,
Drder Information
Order Date 4/10/2011 6:14 PM PST
Order Number  ABCIZ34567E9
Order Total £21.95
Payment Method:
Disgarver

Crodit Card Mumber: 1%° 84 22ssseiegaag

Expanation Dabe: 37074
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Product
Microsoft Office Professional Plus 2010
Micreaalt Olfice Praduct Key (FPP) File Size: 650M8
N0 MMM I N O I
‘ -

Busifess Contaer Maniger 2010 [IREMB)
WMicrosaft Lync 2010 [S4MB)

Microsoft Office Professional Plus 2010 Backup DVD

Chck hars to take our Customar Survey

Step 7 -- Click “Download.” The file will be saved as an executable file (.exe file) on your desktop. The
screen will provide you with a key to unlock it and install the application(s).

2. Tumm ol your pop-up bocosr
asdl firawall,

2. Click tha "Dewsndaad” butisn.

3. Save the file to your Deslkiop
mitheut changing the Ma ams.

4. Adver your downioad is
tamplated, double-click on the e
ta inatall your fila.

5. Astivate your soltnere by
antading the arodust by provided
mith your downlcad.

HMaore About Dowmioading

1. Please downlosd this soltwars
at home, ngt At ok fithar:

A, Forsard the confirmation amail
o your pemsaonal emad ssownt.

B. From home, dek an tha link in
tha ariginal email you raczaived ko
login snd diick on “Ordar Higton”
o0 the produdt page.

2. Homligng wil it take? Check
Vour downicsd bmes

.
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NORTHROP GRUMMAN



